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FOREWORD -^'^ . r . 

Service to the academic community # as well eis to the business: and 
^ ^industrial clientele of tfie University, is a mdstr iirpbrtant fixrictSj^n ^ 
\ of our School of Business, This volume represents such a valuabllg , , : 

service to the many Typewrit4Jig and Vocational Office Education 
- tiesichers and students. 'in the State of Tennessee and elsewhere. 

, Dr, Ivey Chance (Assistant Professor of Business. Education) an^ 
Dr. Jerry iihitt (Professor oC Accounting and Information Systems) have 
Combined their talents to produce this int^esti^g voliime, PERPORMZUTCE 
, TESTS FOR. TYPili^RITIHG AND 70E TEACHERS ¥0R MEASURING VARIOUS ACHESVEMENT 
LEVELS; - It is designed to be of assistance to teachers cind , students 
both oh the secondary and the collegiate scenes. ^ The tests contained 
, . herein hafv^»be^n, designed and developed to aid the teacher in the 

.detenain^tion of the real achievement level of students »in typewriting* 
^ ' It is, hoped that the volume will 'be extreulely helpful as the students 
shqw 'continne^ progress in typewriting from Level 1. through Level 4* 

Business Education in all of its facets. is an integral part of the 
totaj educational procedure of the School of Business, which prepares 
t^^e student along many lines for the , acceptance of worthwhile positions 
in bxisihess 'firms throughout the cojmtry* The Business and -Economic 
, Research Center is proud to have the oppprttinity to present this 
Monograph #9 to the academic community, because Typewriting emd 
Voc^tioriar Office Education, teachers and students are engaged in a 
process* designed, to enAanc^ the vreal"" output and the viability of , 
business establishments everywhere/ ' • / 

^ Comi^ents and suggestions abotit this volme are welcomed by ^. ^ 
i . Dr* Chance and Dr. Whitt. and should be communicated to them^ in the • '/ 

School of Business at Middle Tennessee State University,* Murfreesboro, 
' ' Tennessee 37132 • ^ ' ' ^ * • . ; -"J 

^•i * * .....^PAUL. JE^t. HENDEksHj^V^D^^'^^ 

December^ 1975 _ ^ 1/'. . V^ttsinfess ancl^;cpnoiid.c K^se^^ 
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Enclosed iif this "publication is^a set'^f tests that iiave ^ 
been developed to assist the typewriting teacher in deterinindj;ig 
the achievement le^'el of typewriting students, .The standards, 
by which these tests were developed • can be found in a state , 
'curriculum guide for Teii-nessee Vocational Office -Education 
teachers (5). The levels b£ minimum ^typewriting performance, ^ 
as described in the Curriculum Guide, 6re repeated on. the page" 
j)receding eaci; set of te^ts, should you ryot have aVail^ble'a 
copy of the Curriculum Guide. These standards represent minimum 
performance* stanefards for Job entry :to various ta^k categories^ 

described in^ the CurtyLculum Guide. * - ^ 

' -'^^ " • • " ' ^ . 

Development of "tK.e t^ests"^^ involved .tw6 testing program^ 

-with approximately 2,000 students in'over *4-0 secondary schools 

rand colleges ' T^ese test s-^Te^as~fb"Hxiws-r ' . "t-v ' . 

.■• Level 1:- (1). .Timed it i^ng Let*ter.' (3]t tabuiation. - 

Leve^ 2:- (1) Timed Ifritirig- (2'>^Letter (3) Tabulation; 

(4) Manuscript , t . > . j ^ 

_ , — — ^ - , - --.^ - - - ^ - - - ~ ^ j% , 

Level 3: (1) Timed Writing (2) Letter* (3) Tabulation 

. (4) Manuscript * 
» • V • ^ ^ ■ ' • * y . • 

-Level 4:.^^('l3 Timed .Writing p)! Letter '(3) Tabulation . 
. * C4)i->lanuscript^ (5) Typing " Numbers in Context 

. Alter,nate /forms of feach level" of. tests, were developed in 

order that pr6test55 and postests could be provided or t^a$ 

second testing ''of ajjxfndi-vidual for any r^afeon would-be 

avai^i^rfile. . 




Data are a};50 provided in. thi^ booklet* on the statistical 
treatment of^ the tests. Of particular interest are the data 
showing th/ scores made by stud^jnts in the various exercises, 
whic1^vill enable thfe teacher to compare the performance of 
.students on a state-wide basis. The standards 'used for scoring 
timed writings letters ^ tablesi-^nd manuscripts are also 
provided, ' , . 



•MINIMUM PERFORMANCE STA^^JDARDS. FOR LEVEL i 



Timed Wrj-tings ' • . . 

Type straight printed copy of reasonable difficulty 
for 3 minutes at a speed of 25 words per* minute - 
with no more than 3 errors. • 



Letters * ^. * ^ - 

Arrange and type 'common- letter styles* 1^ 

Tabulation 

Arrange and tyRp common tabulated reports, 



' Manuscripts- -Reports ; 
Not tested at this level. 
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Level 1--Tiined Writing 



This man was born- in ttoston in 1809,;-' The .parents were- both.' of the 1% 
stage;; they toured ^11 the states^ When he was only :a ^ew. years o^i, his 28 
folks diea». A friend by the name bf Johij. -Allen took him in. and raised him. . 43 
well. He was sent -to the best schools in the land. What' was "his name? " . ' ' '57 



.His name was PoeT " " •< 

■f : 



As, a - writer of short stories Poe had no equal, in the land. He is ' . 73 ' 

sai<rl€o have; bleep the first one to wxite what we know now as the detective ' 88 

story.; Jt was pure art the way he worked up the plots and the way he wrote 103 ' 

■ ■ ' " S • ■ * • --^ 

-m such a clear vay the scenes of gloom, horror, and terror. - • 115 

?oe had a- veryi^ad life ap^ he died'at the yoiang age of forty. While- 129 ^ \ 

at one school' PQ^;'took up .t:he';l?kd ha&its of 5rink and gambling. His debts " 144 

were so great that^e mn wl^^;haa ".rais.ed him_ ^Wj^d ' not help him pay them .158 

of*"- .-'^affct' .tte'M'id he jvfOxiM ^73 

life for the next ty^tity year;s.is oi^o^^^f 'the ^'^<3test of j^rj/j^ifeat .maxx in our 188 

past. For 4llj these..yjMt;ps£he liv^d a .ye%^pbor Ufi^.y just a, few rays of 203 



" ' . . 207 



^. To Poe, po'ems were music^ and there was no poim^ that was not song, . 221 

Even the fo3,k who heard him recite his works said his" voice was like a .song, 236 

The poem most loved by those who came to hear^him was the poem, about the 250 

raven. ' . , • ■ . - . , .25r 

• \ I— : / . - 

»^ ^mQ may rnot knbw ifc but Poe Was married'. His wife died two yeazrfe. 
before he di^. His own death carafi ffom drinking too^much. .Sptne.JJ^eliQve that 
P6e could not or may not have bfeen able t6"*write euch poems had nd€ tie li^ed- 294 - 
the sad life that he lived. •..0'^:'> . • * " ; JrJ^t:^. '^^J^.V* >' " ' 
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Directions : Type the following Aer^sonal^^tter , using any acceptable 
letter style with ^pr opr liatie '^punc tua t ion . (10 minutes) 

(1) 60-space line margin*? ^ 



<2)^ Space doWn. 13 times fr6m top of pa'jg^ to begin typing 
' ' , ^ the return address and date ' * / 

- T • (3) Space down &* times from date to salutation 

' ' / • • " • 

. (4) Single space body of ^lett^r ' ' " y 

» ' .. .(5) Space down twice* after each paragraph 

- "(6) Space down twice from body to complimentary close* 

'l917 iCadcllff Drive ' i ' . • • 

Knoxvill:e,.T» . 37912 ' . /' " . ' 

(Current- Date) ' ' ■ ■ ' 

Dear Bett^ The party at your hous6 on Saturday night was a real 
success^" We certainly had, a ^wonderful time. ^(Paragraph) When we 
returned^ home, we found the front door wi^le open and our dog Toby 
was outside .having a fine tline. So, it looks J.ike Saturday night 
turned out •fine for all. (Paragraph) We 'just wanted you to know 
how' much we enjpyed your dinner and all the good fellowship that 

came with it.^ You must let us take our turn by having everyone.- 

oyer ))exe_aapn — tnaybe in October",^ for a llaIlo^een.,^arty..;^^iIake a . . 

note on your calendar. Sincerely, * ' « ^ 



r 



Directions ; (1) Centet^horizqt&ally the longest -line j.n body' 
^ • * ' 'v^ 

(2) Center .vertically on full sheet of paper 

(3) .Hand. in when completedr-you .are through^ 

(4) (10 minutes) 

•V 

• . " TENNESSEE CITIES ' 

« 

' ^ Dayton 

Lake City' " ■ » 

• Bristol 
^ Sparta 

Franklin 



> 



/ 

Columbia 
Jackson 



Level 1 — Timed Writing (Alternate Item) 



In an old square house that was made out of wo^ and sat on the edge • 14 

of the ^sea was born one o£ the most famous of^ll our Amer igan- writers . • . 28 

The name of the stat^' irtf which he was bom was Maine, He was bom two years 43 

* <% 

before one other great "man of the land, by the name of Poe,\ What was the. , 57 

name of this great man? His name was- LOngf ell<^, - ' * 67 

Hip life from the very start moved 6n straight lines • He came from- a ' v 81 

family that li^ed in a! good home and one in which there never had to be 95 

' / ' ' • • ..-^ ^ 

concern from where thjb next meal would come. This poet went to school with 110 

' /•■ ' ' ■ . .." 

Other ..toys who at' a young age were^ thinking more, of verse making than of all 125 

/ \\ . • ' 

the^ things. -that boys should love 'to do at such an age, — ^ - n 135 

After school, he. travelled ovet the* seas to see the many tilings and 150 

places he wc^ld wr^te a|xJut ths r^9t of his life* H^ came bac^ to school as * 165 

^ a_ teacher .and. taught for more than twenty ^ars . He quit at a. young, age to - * 180 

* ^ '* \ ^ , ' • . . /"^ ' ^\ ' -'^^'^ ' ' ' ^ ^ 

spencj Uie rest of hislife writ>ifig and* to visit wi€h hi? many friends. ^ . 194 

• ' • . \ . ' ^ - ' • 

,He wa^ twice married. His first: wif^ died while they were on 3 trip. 208 

^ '' 

overseas :to stady. He was married to his next wife for 19 years. In fact, , 223 

she was put to rest on the day that would have marked their nineteenth year. 238 

He was so .^addened by her death that foir years he could not wf it*e — and no 252 

one could: .dare speak of his. wife.' , • 259 

ThisVfaarf was on^*of the greats of all our writers. He took v^at he saw 273 

or. heard or read andj^pc*^ his own works.. He wrqte put of what' he learned 288, 

^^^^^^^^ . * ' . * * 

from others .Jji^ : , ' \ - 290 



Level l~Letters (Alternate Item) 



'•Directions: Type the following personal letter, using any^ acceptable 
\ letter style with appropriate ^pxwctuation. -410 m^^ 

(1) 60-space line margin • ' . 



(2) .Space doyn 13 times ' frod top of page tp begin typing 
, the retxirti address and date 



(3) Space down B tjmes frop d|Lte to jsalutatibn 
(4-) Single space body 9^ lettfer 
(5) , Space dowiy twice a^ter' eacli paragraph 

twice from body to cpnplim^nt 



(6) Space d 




1917 Wad;e 3onleyard 
■Nashville, Te^i^nessee ^7258 
(Current Date) * — 




close' 



, • • — • * 

Dear Kathy, We ''certainl]^ en joyed .having' you 'and Richard over foy 
dinner the other night. (Paragrapiiy Our, new neighbors hkd a 
wonderful tiine^^^and it seemed ev&ryOTe else did/' too^ ' The <:hildren 
really had a great^tlme playing .with bur .cat, ^idn'' t 'th^y? it was 
hard to tel^ who had th^ most fun; th^ cat has been sleeping all day 
today-.- K^aragraph) Marilyn and' I are plarming to gj^ to the lake in 
two \^ee}^. "Maybe you two would, like to com'e*.along. Think about it" 
and call us a f ew ^days in advance if you -can tome along *with us, 



r 

/- 
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Level l~J^iilation (Alternate item) 



Directions ; (1) Center horizontally the ^.ongeist line In body. 



(2) jCtoter vertically on full sheet of pap^r 
(^) Hand 4n vhen coopleted~you are tteough 
(A) (10 minutes) 



• / 



GEORGIA TOWNS 

/ Glenaore 
Sardls 



'Augusta ' * VK } , 



Statesboro 

•^iiifen 

Valdost^ 
DouglasJ J 
Tifton 
Albany ^ 
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: . MINIMUM PERFORMANCE STANDARDS FOR LEVEL 'II 

• Timed Writing? • ' . 

Type straight printed copy of ' reasonable difficulty 
,for S mjLnutes at a speed of 40 words- per minute 
with no more than 3. errqrs. 

letters • . • • " 

^ Produce* a mailable letter of average length (no 
•special lines), wit|^ one carbon copy and an 
^addressed envelope m no more thin -10 roiimtes, • 

Tabulation , . , ■ - 

Arrange and t>2ge common t^^bulated reports. 
Manuscri^S" Reports . 

Produce cojrrected or error free- manuscript ^ copy of 
200 words from plain typewritten /:opy in no* more 
than 10 jnihutjes; 




/ 

ievel ^—Ti^ed jJritihtf \ 



The school hou8§; The school house stood near t}ie center o^ the ^ 
district, at t^e ^forks of four roads» so near Xhe usual track of vag*bns t}iat *« . 28 
a l^rge stone was set'up'at the' end of the. house to keep it from injury. * 43 



/ 



Except ih the dry season the ground was vet^ acid the soil by no^neans'fina* . 58' 



The asot was purposely exposed to the bleak <>inds of winter; ^or were there .73 

• • • - , IV^"' • 

any shade trees to keep the children from the ]2ot rays of. the sucsier'a sun, . 

as they were cut down many years ago. Neither was ther^ such thing as 102 

an- ojl^t house of any' kind^ . not even a wood shed. - , • . ' ? 112 ' 

The slxe of the hou^e waSf 22 by 2a feet. . From the floor to th^tbp it 126 

' ^ ^ . ' : ' 0 ^ ' • ' 

w^s seven ^eet tall. The chimney and front door took up about *four^feet' at lAI . 

one end,, leaving the room itself 18 \>y 20 feet. Around the sides of the room 156 \ 

r • , • ^ • • • - . ' ^ • 

were h\g desks, placed so that when the pupils were sitting at them.tit\eir • .171 ' ' 

• ' ' * * •. , • . * ' 

faces were to the teacher and their }>acks to the wall* Placed to the sides 186 

, - . ■ . - ' ic , • . ' . ' 

of the desks near the teacher were stools for the small ones. The teacher's 201 

deslr^n4^hair took up the center^ jOn this ^iesk were placed a^ rod , nr j ^15~«__-^ — ^ . 

ferule; sometiines both. These, yith bo6ks, writings, inkstands, rulers . [ 229 *^ / 

\ ' * * . ' - ^ ^ ' / ^ . 

and plummets, with a fire shovel* and a pair of toAgs (often broken), were ^. 24A\\ 

thd riain furniture. " " . ' 

The room was \^aicta^ by a large and' deep fire place. So large was. it,<^, . 

^ / V ' * ' ' " ' ' ' ' 

and so good ip warding room otherwise,, that there had been seej) about 

one-eighth of a cord of goo^>^ood bilrni{ig in it at a time. • In bad wcathec 

' - • • y'^^ ^ ' / " . * • 

it was estimated that tfte amount usually used^Mjas not far from a cord a weelt*";^ 2ti7, 





/' 



' . Level 2— Letters- 



Directions^ Type the following letter, jnaklng one carbon ""atid addjressijag 
^ an emrelope > Ypu may uie any acceptable letter sCyle^ 

with appropriate punctuatioij ^Btyle* - Assume ttiat ^)-^you 
, are usl^g letterhead papa:* attd \C2) the envelope has the 
return address preprinted so that only *the address n^ed' 
be typed, c (10 minutes). * - - * . ' ^ 

(Current Ddte) International Tr^vd. Agency, SAlS^OaScdale Avenue, j 
Meiaphis, TN 37423 Gentlemen % wife^hd X' are planning a vacation 
in Europe beginning August !• Would you provide /bs =w±th travel^ costs * 
and other iiifonnation for such a "trip? (P) Ve would like to visit 
'Ireland O days), Germany days)'^ ^n^land (1, week), France (2* weeks).^.. 
This schedule giVe^ us. one month abroad though my vacation period 
is. six weeks lon^w You^may, therefore, use up. po one additional * 
wee^ for traveJL^ tifetweea pointp, (P) We .would like to plan part . ' * 
of the trip to be taken By au.tomqbile;' therefore, would you also 
flgufe^the rental* of a small car, sqch as *the Volkes^gen?. (P) May 
we hear from you soon? * Yours truly J, Fred Harper , Preside.nt (Your / 
Init-iadLs) / " ' . . : " ' • • 



,13 
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Level 2 — ^Tabulation. 



i: 



PirectldflPs : .Center horizontally and^ vertically on a full, sheet of 

'.V PfpesT the '.following problem. Erase ^nd^ correct all 

^\ typing eprors.' Use double 'spacing. Leave 10. spaces 

' V * "between colmnas. ,Ban4 in^when completed. (K) feinutes) 



'CXTlE'S^^TO, VISIT IM ^TENNE SSEE. 
Cby MoAth)- , 



'•Bristol' \ ■ 
• Knoxvim' '. 

• • • 

Maryvllle 
Cleveland 
Kashville 
•Sparta 

■Winchesters* 
K Coiuihbi^ 
JFa^lcson 
Memphis 



• Jawary . - 
February 
August * • 
October 
December 
November 
February - 

* 4^ gust 
—September 

"October 
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Level 2 — Manuscript 



Directions ; (1)' Type the fallowing article ia manuscript form, 
jLising a 60-space line (Pica) or a 7Q-space line 
' ^''^ (Elite) ^ . < 

• (2) "Leave a\top margin of 1 1/2" on first page; 1" 
on otherXpagesi * ' . • 



(3) Leave a bottom margin of 1" 

(4) (10 minutes) 



THE HARVEST ' , - 



A person vHo should take .a knife , and 'begin to slash hJLs flesh* until' 
the blood began to run from it would be shot up in art insane ^sylum; 
but we are all the time cutting our mental selves \>ith* the edged 
thought-tools — hatred, revenge, anger—and yet we think We arje sane 
and normal* Every thought Is ^ seed' from which* grows a mental plant 
and the ^ame a's itself ,,. If there is ,a venom in the seed thought- 
plant, there'will be venoqi^in the fruit which will j>oi?oti the life, 
which will stop our happliiess and success* If you sell yourself 
to* your desires, you must expect the hatvest to be the same. , A man^ 
who* sells himself to a selfish life, a life of. taking and never 
giving, must ^ot complain if there are thistles knd thorns in^his , • 
harvest. (P) Lire is just- to Ms., %t gives us what we pay for. 
The truth is, many of ua aslc" f 6r things. and we are not wilTfng to 
pay the price, and, o.f course, we receive only as we j>£Ly, for Nature 
keep$ a cash store. She gives us all we pay for; we cannot tajce 
away a thing if we do not pay the price/ ^ 



... , ■ -15.. 

♦ Level 2 — Timed Writing (Alternate Ltem) 

. • ' ■ i 

The windows were five in all, of twelve panes each,. They were placed ] ^14- 



so low in the walls *as ta^give fyll chance to the pupils to see each .27' 



trave/Iler as he passed — and to be seen. The floor and ceiling were level, ,^,>^ 42 



and tiie walls were dobbed. i * • " , •-43 

The schoQl was seldom closed for a day or two; however, the te^chfer 61 

and pupils were sometimes compelled to cut or saw wood to stop the closing 76 

i ^ • . ' 

of the school, .The wood was left in the road near the house, so that it % 90 

often was buried in the snow, or wet with rai,n. , The fires were, to be , 104 

started aboui half an hour before the time of starting the school- When 118* 

someone failed to build a fire, it would be very cold all the way to noon. 133 

On the other .hand, sometimes , the warmth of, a bj.g fif^^jnade it just as bad. 148 

Sometimes too^ pupils were annoyed by smoke. . \ *i\ c 157 

Tfie winter schoql opened about tb^ first week of December, and continued 172 

• ■ . •. .. ■ ■ 

for 12 to 16 weeks. The summer term started about the first of May. The- 187 

length of summer terms was three or four months* Later the time was 201 
stretrohed to 20 weeks. ' . ' 205 

: The teacher": Good moral character, and a master of the main subjects 220,, 

was required. Most of them, both males and femal^s^ were from sixteen to - 235 

eighteen years of age> and a >^w, over twenty-one. . 245 

Until wijbiin a few yeats, no studj.es have been allowed in the day , 258 

school but sjpe^dng, reading, and writing. Math was taught by a few 272 . 

teachers, one. or two times in a week, but, in spite of the most determined . 287 
opposition T^math is now allowed in the day school. ^ ' 297 



" ^« . j. ' y ^* . ' I»evel 2 — Letters (Alternate Item) - 

I • - . • . 

Pi je^ions ; .l^ZP^ the following letter/, making one carbon and addressing 

an envelppe* Xpu v^y use. any acceptable, letter style,/ 

with appfopriite* punctuation^ style.. Assume that (1) you * 

are using letteaAead paper and (2) tiie envelope has the. 

jre^um preprinted s6 that only the address need be typed./ ^ 

1 J ' (Id minutes) ^ ^ *' 

* . • • r ' . •* * 

• * <l\ „ • ^ : . ■ . ' ' 

(Cturrent^ pater) Mr. J. Fred Harper, 24l3 Elm Street,. ^Memphis^ TN 37336 
Dear Mr. Harper Theuik you for giving Inten^ational the duty to plan 
your trip cibroad. We have arranged the trip in such a way that, you ^ 
will" have more than a i^ek to rest at, home before returning to your ^, 
vwork. (P) 5he plan enclosed gives -you full details^ of the trip: . . . 
Augus^ 3-5, Ireland; August 6-1^,. EngJLand; August 15-lB, Germany? 
August 20-September "2, Prance; SepC^mber 3, home. ^ The days skipped 
are .set, aside, for travels r(P) .Becaxise thjls is your f irstf' trip over, , 
we wanted your trip by.ca;tf to ie ^aSy. The big ceir shown' in the 
schedule is .yovii;s aj: no extra' cost. (P)^. May you have a good .trip. 
Sincfetely yours '* Hal Robins^ Travel Agent' (your initials) 



Level 2 — Tabulation (Altema^te Iteaiy 



-i- 



DlrectAons; Center horizontally and vertical.ly on a full sheet of^\ 



paper the following pfobXem. Erase ;and Correct all 
typing^, errors. Use double spacing* Leave ^0 spacers 
between cdluiinGu Hand In when completed* (10 minutes) 



tOWNS TO VISIT IN GEORGIA 
. '(by Month) 



Augusta 


November 


Thompsoh \ " 


Decemmr 


Washington 


February 


* Atlanta : • 


>November 


' Toccoa 


February 


Clayton 


October 


• D^on- , ^ 


, October 


Savannah 


August 


Way cross 


^ January 


Lakeland 


September 



/ ; 



e 



ERIC 



22 




. ' • 'J ■ ' '. '■ - ■ 

:.■ . • • ' ■■" ; - . 

' \ ^ .<' ^ . Leve^.2r-'HanuscripCUlternate Item) 

r \ '-r'Vv* ^- ?Y-?c^'.;\.^'"''' ^ ..-.-^ ' c''^- A-^y 

Dlrecxlons : (l), Typ^. thd following* article 1r Aaiiuscrlpt fom^ -^''"'. ' \ 
; ^ / ' -using a*60-8pace lifaev<iPicay 70-8pace line 
. (Elite)-, v.^*-' • . ^- 

. ^r" •<2>^, I^eave. a top^pargin of l.i(b4^1/2" on first, page;' .V. " " > 
" , "^''^ ' I'^' on.'dther page^ ' - '^^'^ ' , ' ^ '- /^ * /• " 

, '*';C3) . '4-eaVe.a' l?pttbta margin ,1^. . \/ ... v r 

(4) .(,10 pinuteaV 1 • ,.v^ f".:--- ' v . * ' » 



If all I have said" be pyrue, and lean see n'o flaw in it,.', theti the 
prizes whifch are .to be won"-on the machine,!^, ^o pu:^ .it another,.^ % 
way, the dpll&rs w^lcih are to he had from-'"i&gt v^e, must com^.from' 
the spe^d.tof the . opWatp^r , and * from" little else . As.'.a* rule .th^at is J" - 
^0 and the aalayy^, wl^ 1 ^4fit;;re:nd on fhh quantity- of work turned 6ut Avl,../^, , 
a given time. (?) There. Is nbt^ting. that canTje bought pr\dt)ld that.,lv."\ 
ie^not measured >y the .inch, thW'quatt ot .the pound. ifryour..y^eighbor . 
does twice as much work as you do every Say t^hen he will get twice 'I ^ 

as many dollar^ foir .doing it. And vhto It .comes to qua}.ity~well, ' '^^ - r^^^^^A . \ 
fredh eggs and' coJL'd storagd eggs vary in "price, it is true, but at 
the^outset .you should make up your mind to-ifeBC.hew the cold storage... 
stuff and sell nothing in t h'e way of lal^ or ' that .i^-ncit first^cX^^^ ' -J . . 

The best is never too igopd, sio i| you axe^ifl^8e yoti .li^ll^maKe'^ut:" t_ . 
your price list .on the basis, that as "^.ou fiWnXsh the'te^t ,g^^ 



you are entitled to the besrt^.prlce, t^e. amount t^lng stricMy^ln 
accord, with ^ the quar^tlty. , , "... - 



/5 ^ ' 
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" KflNIMUM PERFORMANCE STANDARDS FOR LEVEL III 



Timed - .Wfri tings 

, type straight printed or handwritten copy of .moderate 

jSi££iciilt.y fo-r 5 minutes at a speed of 40 words per 

\ rajLnute-^CW'ith: no "^more than 3 errors. 



L 



Letters 



:e ^ wii. 



Produce 'a mailable business letter of average length 
(no special lin.es),, with one carbon copy and'an 
addressed .eavel^gpe from handwritten copy in 10 
minute$V 



Tab.uLat'ion\.., 



Plan 

^cDltrm, 




handvritten copy a table of four 
^10 fetter characters per line)^^.-10 
•Qj^umn, .in 10. minutes. ' ^^.^ 



: • Manuscr.ipt'S -'- Reports --^ • 

Produce double- spac^e, corrected or error free, report- 
. '••^••cP'Fjy' .of Approximately 30.0 words from corrected or 
\Vv*'* *' bandwrit-teTiS-clTiafts in. 13 minutes 



^ • • . . . 



ERIC: y 



1. . * 




Level 3--Timed Writing 



Crip wobbled when he walked, and most people who didn't know him thought 14 



he was drunk. But he never drank. It vas just that he had weak legs. From * 29 

the waist up there wasn't a stronger ma\ in all- Rutherford County. ^^2 

j ' ' 'V 

Crip worked for Mr. Green Sawyer at'the Railway Express Company, ; 55 

: < ^ ^ ^ ' - / ■ 

loading and unloading ,the express 'wagon that met all the trains. When he ' 70 

- ', ' • ' . ' ' ' «' 

spread his legs apart and put a heavy crate on«his .shoulders you woiildn'^t 84 

■ • • * 

know there was anything wroifg with f)itn. The weight seefited to steady him. 99 

I don't remember when Crip sta^rted working for the Express. Company, bi^t 113 
I do remember when he had to quit. It was in the late 20's that Mr. Sawyer \ 128 

decided he had to move along with, jthe times, , so he ^ot rid of the horse and 143 

w^gon and bought a truck. Crip, of cou^sey had never learned to drivfe* 157 

/ ■ ■. .> •• ' " ' ^- . 

People still used a Mbt of coal fires ^.n those days, and Crip decided 171 

to go into business for l^^c^i^tV^ti^tmi^itfg^indling wood. Mr. Sawyer helped .1-86 

h^ get started by giving him a jennet and second-hand spring wa^on-. 199 

Crip named^the jennet^r. Sawyer.. On one side o£^ the vagonlhe paljrited. \ ^ -213 ,^ 

•'Crip's Kindling, Wagon No. 1." On th^ other side he painted "Crip's * 227 
Kindling, Wa^Qn No. 2." Crip said that matle it look liHe he had^a fle'^^t. 

BusinesjB .was ^od. Then one night"the shed where Crip kept th^ jennet. " 256 

and wagon bu^rned up. He managed to get the wagon -oup, but the jennet ' 270 



242 



wouldn't move. Mr. Crip got a new jennet, thpugl^, and named him Mr. Sawyer 285 
No. 2. " ' * ^ - ' ' 286 



Level 3~Letters 
' ' . \* ' . 

r ' • . / 

Directions ; Type the^ following letter^ making one carbon and afldres^i^ . 

an envelope^ You joay use .any acceptabl-e letter -s'tyle^^- ^^.^ 

with appropriate punctuation styled Assume that (1) you 

are using plain bond paper, and (2)' the Envelope is plain, 

requiring the typing o*f both the iretxirn address and address. 

V * ''Jf'l6^ minutes) , - * 



^Jhbto^jd^^ Qi^^dbijoJl KJiiu^ s^oMjomL ^aIAJUL Qjo^rxduuxdi 

' Q^f^ /A. J^^uuloL ^^^^ 
(^)<i^a^3i6 w<^L£^^ .jcuujl^^ J^^nr^ >.^^:ift^uJ^^ 

-4^^^ '■>-^rw^ . ^^'^j^ ^ ^^""^^ * '^'^'^ ^^iA^J^^-rrv ^ . 



Level 3— Tabdlation 



Directions : Center horizontally and vertically on a^ full sheet of 
. paper the following problem. Erase ^and /correct all 
"ty^ng errors^- Ose .double spacing. Hand in- when- 
con^leted. (10 minutes) . 

COMMON 'WO-RD LIST 



sdlMJiXjuMJ 



Jlcbttu'' 
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J . * • Levol 3 — iManuscfipL 



Directions : (1) Type the following article in manuscript form, 
. ' ~ using- a 60-space li6e (Pica) or a 7X)-sp.aoe line 

k (Elite) " , ; 

(2) Leave a top margin of 1 1?2" on f j^st page;. 1" 
• ^ on other ^ages . . ' , 

(3) ' 'T£eave a t}ot torn, margin of 1" 

• ■ ' \ • ; ■ • • . ^ 

(A) Correct all errors-" 

' ' * '■• - ' 
(5) (10 minutes) \ * 

•^ • . ■ . N • ^ - . • 

■ • . ■ \ ■ -■. 

^ As I am writing this thpre are men^ from all parts of- the world 
who are flying throughthe ai}: in f ranee 'for the ctip which i 
, .typifies the highest n?und c/E the^dder in the art'^of aviation, 
and under conditions wjiich make it almost cert^lii that acciciients 
\^ wi-li hai^pen ^whichwiil lead to the loss ^ life or ljiffb\ At 
th6 first -glance one i^ t^lJjptfed to ask why. they^ar« doing it^ 
^ and if the (§/^e is w^ll worth the candle,^ Were the winning 
^f'j:&'e cup the sole object, in view the answer Hould be that 



it^'is not, .but '^cKofr not the CBse^ the pr^^e in .-itself is 
« ^ ^ ^not.and can never be equal in v^iue ,^o a" single human life,^''\ 

- /""-^ . biit^it i«4^he tJjingl that* the. cup'*'st^nd.s* fot.. which really 

- \ ^ . , C' ^ ' .-^ ^ ' ^t. 

♦ - > .counts. T^je time is at hands when man will conc^ufer' the^'air . — 
,a5.. he had ^Irtady ctsjx^^ed the l^d ^nci the s^/^^'and "every*' 
contest, like the ^>resentonly sarves^ to bring &l\e 'victory one . 



\ 
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step nearer, and ^he. worth of but<a, single steit In the progress 
of the world Is somethiog too vast to be set <1owq in figures 



or even to be cotmted In human lives* It not seldom happens, 
too, ^ that such a step is .really a leap in the dauk, and^the 

taking of it may*lead to, fields ^o^ broad injextent that-, one 

■■^]" */. 
couid^ not imagine them it exist before the step waa taken 

• : ^ - - , . - < - . ^ ^ . 

and^.the curtain iDf the future thrown kside* The. winning of 
a prize .a^ ['small as'^a grain of 'l^stard seed may lead to 
rewards ^o great that their 'weight will the v^ry. 

fbundations' ot -the.globe^ 



J 



- > > * 



2* * . 
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• Level 3-7Tiined Writing (Alternate Itein) 



\ 



We do not know which clothe many roads to decay Crete chose; perhaps, 
she took thea all. Her once great fields of cypress and cedar vanished; 
today n<p- thirds of the land are a stony waste » incapable of fu>lding the 
cold rains. Perhaps there too» as in cost faining cultures* control of the 
number Vit people went too far^^and the birth rate left to the failures* . * 
Pertiaps^^^ wealth and luxury increased, pursuit of the pleasures 
sapped the will of the race, and slowed its yill to live or to defend 
itself; a nation is born stoic an;! <liea epicurean. Ma^be the fall of Egypt 
after the death of its king upset Creto-EgyptfiUn traHe and took away th*e . . 
wealth required trade, and markets for her industries;^ like modern England 
she was very dependent oa the control of the seas* Perhaps %^r among her 
own destroyed tAxe land s manhood, and left it unprepared Sor a war« .Perhaps 
an earthquake shook great buildings into ruins, or a big war yfthin avenged 
'iil a year*of terror all the weight of the many years. •* 

And yet^ffte signs of Egyptia'si culture in Crete are in ^ery age. The 

two cultures are at •first so much 4like thgc some think* a .wave of *Egyptian 

people to Crete most have occurred. Lelt^os think that in Its racial birtn 

the Cretan culture was of As^ia, in many of its Arts Egyptian; iif essence 

* '> ^ • • t 

'% . • * * - . 

^nd total it was one of a kind. ' ' * 



14 

28 

A3 

58. 

7^- 

86. 
100 
115 

14A 

159 

17A 

189^ 

200 

21A 

229, 
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" " . • ^ ' ^ ^ Level 3— Letters <Altern^te Item) 

Oxrectx.on^ Type the.^oIXwing J^etter, "making one carbon and addressing 
an^ envelope >^ .Yoa may^ use any'acceptable letter style> with 
. . Appropriate pundtuatidn style* cAssi2me/ i:haV 11) you, are ^ ^ 

using plaia bond papejC/ an^ (2) th^ enyjelope d.s piain^^ 
requiring the typing of both the ret\irn address cind address. 
. (10 minutQS^^ * - ^ . ^ ' . ' * 

• • : . 
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Level 3-T-Tab>ilation ' (Alternate Item)- - 



Directions: Center horizontally ^nd verticajlly on a fAill sheet of 
paper the ^following problem. Erase and 'correct all 
^ typing errors. Use^^doul^le ^^pacingT -Hand when^ 
completed. .{10 miuutesi ^ . , % 



POPULA'R WOBDS 






s 
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Leve'J. 3— Mamascript {Alternate Item) 



« > 



Directions : (1) ' Type the following article in manuscript form, 
using a-60-spice line'.(Plca) or a 70-space line 
(Elite) ' ' ^ • 

(2) Leave a top margin of 1 1/2" on first page; 1" on 
other p^es 

(3) Leave a bottom margin of 1" 

(4) - Correct all ertors 

(5) ' (K) minutes) 



V 



Faith-lti^ thyself ' 



^ A £ew year^ agaman wrot^ a book. He ,had neyer writtenone . 

- ' / ' . ^ ^; . ^ . • 

before, so f ar ^ I know, but he bej.icved that he had' a sfory - 
to tell — it was locTc^^up^Tlr-bia^aiti and he wanted to^HQ 
rid of it-— so he wrote it out, and sent^ot'^to a* publisher ^ 
and sat down-ro await *^he result • He did not hacv^'jtb wait . 
ver^ibiig for Ms copy can^^back without loss of xlme^and 
>5ith it the usual printed form with tfe^pks to the ^author for . ^ 

/ ' ' ■ .• ' p' ' - ■ 

sending and ^n apology for not usitig the matter.. But thef man 
had faith in himself — aots^tMix^ we all must have if we hope to 
win — And ^ife^also had faith ixt the work he, had done. He ki^i^ew . f ' 
the stoiry of bruce and the spider and was willing to try agaifi 
and to kefip ontryl6g no th^ end o£ the2fiapter if need by^* So ^ 
he kept that copy on itfl^T^avcla jtiopliig *to.find somebody who\ ^, 
twuld^ print in, and* at ias^he did* At ledgth the bo^qU'wasy^ 



. printed and copies sent to Che critics, as is the xustoo,' and 
these later dcdidedj honestly lenough, that there wajJ^ot much 
to' praise in the story, cas a^:Btoty' and that wha^. thcfte^was 
in the :way of ^plot in it was, weak and crudely put together, 
but— and in that ^but" they showed their right to W called 
critics—that the^^w in tiie l)Ook a sparU of genius which 
might be fanned into quite a blaze ifa the^end*. a; short time 
^terward the autl^or died and before it had become knowp that 
he had*won-onc of the 'big prizes in literature* 



c -J 



.. ( 



r 



1^ 




ERlc:;:: 



34 



* ^ 

4 



• ' ' • . • 

• . • • . J . ■ 

. MINIMUM PERFORMANCE STANDARDS FOR LEVEL IV 

^ * ' ' ' ' 

Timed Writings - • x 

"^Typ? straight printed or handwritten c6py of average 
, difficulty for 5 minutes at ja speed of 40 words per 
'minute with no more than 2 errors. 

Letters ^ ^'^'^^ - 

"* 

Produce mailable business letter of average' length 
(no special lines'), with one carbon copy and an' 

'addressed envelope from handwritten copy in 10 

' minutes. . . • 



/ Tabulation 



Pla'a -a'ad type from fiandwril^b^ copy a table of four, 
(fodumns-{6 to lO^let^ei: characters per line), 10 
liiies'per colinnn*, in^fO minutes. 

Type* niimbera- iii tabular or context form at a rate of 
100 .figures pei;" minute- for 3 minutes with no errors. 

■ , • . ' ^< . 

Manu s c r ip t s - -'"Rep ot t s • • 

Prodjice-doub'ie-'spa.ced, corrected or error free* report 
copy o£ ap^-t-dxilnatelV 300 wo^rds from corrected or 
handvrltteri" draft in' i3 mi-nutes. 



Level 4 — Timed 

It seems the police have fallen into, a way of thinking that is common 

in a modem industri^ Society: If a 30b cal^*t pe done by a.jnaching^ 

can't be done. * ^ 

. This may^e a good princigle in farming, construction work, and other 

such jobs. But good police work §till means pounding the streets looking 

for witnesses, asking the_ right questions, and a good supply of what some 
« • • • ^ . ' 

like to call the "work ethic." • r - . 

-.A ' < ' 

No doubt there ayp gM 11, many t y^lioompn yv^p >)=»-^i'^ ^ A^r.^^.^ 

i ^ • . • ' • , ^9 

* work. But it seems \k>o many like to. ride around in their cara_looking 

for the obvious instead of undertaking the serioiis digging necessary to 

turn up hard clues. * ' ■ ' . ^. ■ . ' . . 

NO doubt ,this hcis addeS to th^ growing fight between the cpurts and 
" ^ ' • 

the police over the number of convictions obtained ia court. 

The. land's courts and lfiv?fe still re.quire that peopJLe get on the " ^ 

• " '\ * ' ' 

stand and testify to their knowledge of a crime. It is little wonder that 

*/ ■ ' . 

SO many cases 'which have 'been prepared on the basis of lie tests ^nd / . 

_ _ _ . . t ^. : , 

electronic suxveillance"->?ithout }iard facts — are found, wanting in the cour.ts 

the quality ^f *law enforcement is n6t likely to improve until the 
nation's polices forces^ are staffed with^more dedicated of f icers! Vho j^ant 
to work and the citizenry ^shows a desire ^to.pay good men enough fdr the . 

' \ ' - ^ / . ' • ■ - . r — 

worK they are expected .'to do. * - • y » > , 

The pepple should be willing to pay. the price for go'pd law enforcement; 
the man who wantls t?) be* .a .poJLi6eman must* really want to be one. ^ - ~ 




Dxrectaons ; Use any acceptable letter style, wjLth a^.)^prJLate punctuation . 
, style. Type an envelope and 6,Arljpn CQpy gut>' dates'i^ahd. timfes 

(paragraplv 2i in tabular form. -These instructions^ ar€ incom- 
plete—certain decisions for typing ^is letter appropriately 
'•\y* V are, left- to you . (10 mi-nutesy \ 




• -Mr 



erJc 



Level 4~Tabulation 



Directions ; . 'Use V full sheet of paper for typing the following problem 
' ^ in acce^tabl^ form, • Erase and correct all typing' errors. 

Use' doiible. spacing. Hand in when cbi^leted. (10 minulies) 

li <^E XONFERENCES ;• ' 




Cjf>jlhkjS>y^ 33Qi 

^^^rr^jii^uAlUU. . . \3E 
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/ Level 4 — Manuscript 

• • <^ • 

Directions : (1) Assume that tihe manuscript is to be bound on the \ . 

. ' left side' of / paper ' / - - ^ 

(2) Leave a top margin of 1 1/2" on flrtft page; 1".. 

on other pages ' - 

• • • f 

(3) Leave a bottom margin of 1"- - * % • 
♦ • (4) Type footnotes at the botfom of <each page 

(5) (10 minutes) 

* 

Vocational Subjects Offered in High Schools by iPatty Glover Campbell 

An official with the UniteS* States Department of Education atates that 
one way the magnitude of the •job vocational educatprs are facing can 
be>£omprehended is by examining the ^s^at number (^.potential young 
peop!!be f or^ whom Federal assistance pro^^^ms are planned. He. believes 
that ^bnce pnly 20 percent of high school .student^^ wilL actually, 
complete a four-year college program, the remainder, about 10.4 million 
studeJts (in 1965), could beYiefit from vocational education. Thl?s 
numbetlc be expected to^be around* 13.6 million, by 1985.^ (P) 
James J^. .Conant, in The American High S&hool Today , states^ that voca- 
tional education, an integral part^of the whojje {>rogram df ^ijucation, y 
requires aptitude not possessi^ by students at the lowest academic ' ' ' * 
level,? (P) A noted business educator, El^vin.S. Eyster, 'says that 
there is a tendency for career preparation for technical positionb 
in business to move out and. up from the high schooX, and oiit and , . . 
down fro~m colleges and universities. He feels 'that junior colleges, /' - 
community colleges, business colleges, and' colleges that offer one- 
and two-year business programs will increasingly train studenj:s in 
. high-level, technical business courses. ^ ^ • • • 

^Calfrey cSc^lhoun, "Voca'tional, Technical, anc/^dult Educa- . 
tion Research for 1967," Journal of Business Education , XLlI (February, 
1967), 218. ■ , ) , ' ; / , ' 

2 - : ■ • , ^ . r V V ' 

James Bryant Conant, The American High School; Today (New York: 
McGraw-Hill Book Company, Inc., 1959), p. 123 e.. 

^Elvin S. Eyst^er, "^uc/tion. for Business and. Off ice Careers,"* - 
. American Vocational Journal, IV (September, 19^5), '20. : • 



35 



Level 4 — Tjjping- Numbers in Context 



Directions : (1) Do not start— Your teacher will signal to start 

X2) Space down^ 16 single spaces from top of the paper 

(3) Set left margin at 13 for Pica, 22 for Elite 

\ *(4) Set tab stops—Pica; 32, 47, 66 • 

. Elite: 41, 56; 75 

' (5) Do not, ^rase — if -you make an error, start over on 
new sheet • . 



(6) 


.(3 minutes) 






1 

- 




extension 
fiind' 


' 57 .84 ■ ; 




allow 
" forwarded 


29.83 
95.61 


> 


satisfied 
. Iroiit ; 

• 1 


* 63.15 
46.89 




"history 
referred 


57.32 
49.67 




r 

begin * ^' 
lattachijig 


81.86 
13.49 


f , 


seines ter . 
chest 


19.53 
. 97.18 


J 


' advising - 
hearos. 


•79.47 
. 26.78 




court 
pleasant 


12.84 
' -58.66' 




traffLb 
- purchaser * 


• '43.21 
'v ■ 68.32 ■ 




relative 
, ' single • 


64.35- 
92.85- 




- fihefet-' * / 
session L 


17.34 
^70.86 


t 


salesmen 
finish 
* • • • 


• 

. 64.35 
27.93 




whose ' /; 
allowance 7 


' 48.16 
96.03 


\ 


dr range ' 
- copperate . ' 


32.24 
27.45 




interest^ 
*<cause ' , " 


. 79.35 
' 68.97 




» 

,- armed 
cohbdmer 


23.40 
59.78 , 





y ♦ .Iievel^47-TiiQed:Writap5S/^{Altj5;^^^ 



In every great crlsl8''of violence or j:ornxptton^ih'out great ^vdf^^ ^ 13 

-~oan^;feend8 cither to turn awajf frpta it in cynidsax^r blnae it on khe; ' / ^27 

©oral decline of the land as a.wbolc. , 1 1 is an old habit in cur land: ..^ AI 
We either forget or pleed. 

- Stilly at' the 8ta^t;of a ne^ school year-, whto ^en Washington is V\. ^ 

^just getting the first sweep 'of cool^ clear autuan air, one asVs if■ve^^^ • 73 



could not hive a lot norc. honest discussion in our land on how all, ttese-^ ^ \87 , 

,->strange things happened, aml*<jhat, if anything, 'they «eah in wr valves . -'^,^-..,.^^2 

andide^ ■ ^' " . . . * ' .'-^.V/^^- 1^4^^ 

■^^ 'This was the big question. And the main' question was why so taany' ^ 1}^ 1 

people £elt isolated, pointless, and even helpless, and Vrtiether it waq 131 

possible or iisef ul* to^ plan ways oi talking, not otsly about legislation tp^ 145" - 

void violence' and Corruption, but about the ooiials^and values, and the ^_ , %qu 

* philosophical underpinnings *9f the -whole thing. • v -^^^ ^ 

• . , ^ - • ■ ..^ "... •** ^'^'^ 

Ti\e sad -thing is' that all this sincere and- ta^efiil iftudy of^our . . ^ ^ . 182 

_* ' ^ ^ ' * , J jl^ J. ^ u. • 

problems does not sfeca to lead'-anywhere* The p^ople^«e left with'the ^ . iM^ ; 

politicians and' the reporters anS the editorial writers and the thought fill ^ \ 21^ 

people ^t fotfridation taeeting8%ho do the best they ^an but in" the end^o' ^ 115 

no^nr'cally answer the questions thoy raise* c ^ . \Z 

i* -While the American peo^ple today do not believe in. th6 old ^^f^^ and 247 

- , * , • * * . : ' 

*^re confused by all this vague debate, they believe in believing in the 



261. 



old. value s*^ and yearn^#for some better wa*y to escape* frocT the isolation and i 276 



» ioportence that troubles **their lives-. 
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L^vjel 4— Letters^ (Alternate Item). 



*6it^cti6hs: Use ahy acceptably" let^j:ei: 5tyle, with appropriate punctiia- ' ^ 

• tioa style. Type an envelope, and carbon Topy^.^ pJit ^ates 

and naiaes, (paragraph 2) in tabulcir fona^ These instnfctions 
are incong)lete^-certa£ri'"decis4ons for typijKg this letter 
.appropriately > are jL-feft to you . (10 minute^) 



V ^sbcOlir^ JtJiir^ Q/o^oJuC^^^^ . G^CptA^ 4^-^^ ^;Av3U-^ >^ 

i^^tAAMo/ Xb^^(3>^fi£^^>^ <<iji^ryL^ JtJuJut -«^«^' ^■'l^i>Cm?.JjdU 
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; , _ ♦ • ' * ' \evel 4~Tabx:lati4n {Alternate Item) 

• " ' * * 

DirdctiOn^ ; Use ^ f uii sheet of paper for typing^ the following. ' 
" ^ > ' problem in accept^l^e form. Eras? and correct all 
^. . -^J'^^Lng Brrors*- XJse double spacing-, ieave^ e spaces 
' . ' between columns. Hand in when conpleteS. (10 Wnutes) 

AtEA SCl^OOL. CONFERENCES ''.-^ 



- f 
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Level 4 — Manuscript (Alternate 



Ptrecttons : ,^1) Assume that the manuscript is to^be bourld x>n the 
left side of paper * - ^ 

(2) Leave a top margiir of 1 1/2". op first page> T' on- 
•"•other -pages ' . • . ' * t ^ 

(3) ; Leav^ a bottom margin of' 1" , . • 

(^) .Type foothptes ft ^he bottom of the Mgep'- . , • 
\ .(5) '^10 minute^s) . ' ' ^ • 

, . • ^ • • • • 

Vocational Subjects Offered in High Schools Patty^G|^er Campbell 

• • • ' I • • . ^ 

Office education, a type of vocational education, enrolls more high 
school students than all other. typjas^of-VocaMotml- educaClon "comib 
The prepaiacion of ^tenograpliers,. typist and jclerical workers is 
vocatiotffti'education/ ' The largest .p^r^Wage of stqd^ts'ubo are* \ 
preparing for office work .is to be* f ouriS^ in high school's; Th6 United 
States Department of Labor has estimatecf that by 1970, *12.B Bullion* " 
Americans will.be working in t^is occupation grbup\^ J (P) ^"Edward A. 
Krug, in The Secondary School GuyricUlupv ,. sites' that an Imporeant 
par.t of. human achievement in skill ^and knqwled^e 'ijs transmitted ,by 
the^.burtness field. This field is/impor'tatrt .intfellecttial contenjt 
and is indispensable Ih human alf fairs. -'The plape of busings ^duca^' 
tion in vocational prepafation, Jje feats, is\asyured;2 .'(P) ^Tbday*s 
cultute,^ with ijts increased demands on youn^'people^ .has /produced' a, 
, larg^> number of t6ena^ers*Jbha do^jaot ^ep 4)ace wixh the regular • 
schddl program. Some schools ate apparently trying to offer, the. " 
traditJ^oriaL courses and the newer courses atf well. As nearly 50 
percent of the student body. may end up 'as dfopouts> the m%88 produc- . 
tion ptogram of education may nor be reaching all students. Therefor 
some educators apparently feel that public education should try to 
'develop a^fid pff preprograms to. meet 'the ne6ds cff ail youih.*^ 
. ' . ^ . • . < - ^ VV'.' . \ /V' . ' - 

^Bernard A.^Shilt, "Off ice*Education,\A Pattifer in ..Vocational 
EducatJ^n," American Vocational^ Journal , XL (MajrcW 1965), 

\c ' " A . . ; ' . '/ /. . * 

• 2 ' • 

Edward: A. Ktug," The Secondary School Curi^iculum (New York; . 

.Haijper 6nd Brothe^rs, 1960), j). 467. " , \ ' /'J " . - 

- ' • 3 - ' ' ' ' . ' . ^ 

Eu^e6e P. Whitney, /'A Prqgram for Students^ with Special Needs 
:ihe Journal of Business :Educatibn, XCni (October, 19657X, 6. 
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Level 4 — Typing Nmnbers in" Context (Altemate-Jtem) 



Directions ; (1) 
(2) 

■• . (3) 
(A) 



Do not start — Your'- teacher will signal to Start » 

Space dqwa* 16 single -spaces from top of ^the paper 

Set- left margin at 13 for, Pica, 22 for Elite. ^ 

Set tab stops— Pica: 32, 66 

' Elite: Al, 56, 75 ^ 



(5) Do not erase — if you make an error » sj:art over on 



(6) 



V marketing 
fac^ 

^ V, 
submlfited 
error 

hotel . 
concerned 
» . 

selected 
refer • 



chfeck^ 
■ Inventory \ 



pretjnit 
privilege . 

seeing ' 
^ , * medical 

• ■ funds 

specified 



new sheet 
(3 minutes) . 

> J 

23 .-75. 
3?. 82^ 

65.91 ■ 
7A.96- 

47.19 • 
. 59.62 

i7.98 
•■32.A-9 

.-68.31. ■ . 
• A9.5^ ' 

; 32.75- 
•54.36 -; 

68.A1-' . 
53.87 

24.06 • ; 
?8.95 



han^s * 
• professor 

" maxiimit^ 

* ■ pr^ides , 
/ • 

t 

actually- 
\ phone 

\ prove"" 
vl)atever 

^cci^ent . 
xnform 



present 
sopr 



5dntpd 



Amer icati. 
toward 

procelss 
warehouse 



A9.96 

56,51 
♦ 

31. A8 
26.29' 

35.86 
21.47 

'49.53 
86.27 

14.73 
'52.89 

61*. 58 
37'. 92 

91.03 
67,24 

79. &6 
20.34 



^ . ■ - . AC-. 

4 ^ ' ■ STATISTICAL ANALYSIS OF TEStS ' " ' 

. . * 4 

• • . e ' . Criteria for S<:oring * * • * • 

!' Related literature and research was reviewed in order to 

. establish criteria for scoring the performance t6sts.. Several 
research studies and, in particular,^ a book by West t2'I) were ' 
used in the establishment of the scoring criteria* Furthermore, 
^analyses were made of secondary school and -college textbooks 
.and manuals in , typewriting; secretarial handbooks; curriculum 

guides; various typewriting tests (including commercially 

■f * • * 

published tests), tests prepared by business education depart- 
\ • . . " 

* ments of s'elected colleges ^'nd universities, and certified 

professional tests. This data- aided, in identifying and 
* - " * * • , 

• - classifyp.ng errors/ 

. Errprs were classif i.ed as (1)* major errors , (2) inter- 
mediate errors, and (3) minor; ej^OTS^ Major errors were 
defined ?s errors-^ that would require the complete retyping, lof 
J the test iteun; int^ermediate errors were de^inisd as eTrors 
that could be corrected without retyping the- item; and minor 
•errors were defined errors in which the typist would not 
be, required to- correct or* retype the item, Secoadary school 
. 'teachers and coI16gei, prof essors> evaluated the. various errors 
. - identified in an iDutline^"*, • v. , . * , ; . 

Errors 'identified were al$o presented to these professional 
people in orjder\to..determine the weight that would be given to . 
y. ', a^.sp^ecif ic^error . . Disagr^^Vnt , result ed dmoiig -evaiuators about 
• the weight that should be assigned to a particular • errfir- For . 




example, tM" weight of a "stride over*' error according to' ^b'rae 

evai-uators^ .was, considerecF a major error. Other evaluatQrs, 
... • . '-.^ . . . . . • • 

however felt that sucji . arrears* were intermediate errors because 
such errors, c^oulli J>e corrected witTiout tTie -necessity of retypiing ^ 
the itejQ, Some eviluators prel^i to Qons'ider ciert^in errors 
as maiot errors while the typist i3 sllillm- the l-^arnmg 
*stage in-order to eliminate such' erro-rJ-m^lcing before the typist 
is employed. . Th'e errors, presented ia Table I were counted as 
uncorrectable, correctable^, OT- iuinor, This^ policy relates -to 

• " * • ' . . : :: • V - , ' [ - L ■-. '^^ • • 

tl^e o-ffice situation since bae of th^.- purposes "af.. the voca; 
tional office" education pr^^.grams . rs^ to;, simulate ;thfe real. ^ > ^ 
office in the classroom. \ ' ' . * - . • * Z'^- , . 

Numerical valltes.^were as^igne*d\to/ th'e weight cl§s:si.f ic.atidns 
as follows: * (1) major errors, '3- points", (2.) TritVrmediJte errors; 
2 points, an^ .(3) minor errors^ 1 poiVt. r J^^ de<Ei3ibri /to .assign 
these^ \^ghts was based on se^veral weighting systems suggested 
by West ,^21), whose recommendations were based on extensive, 
reseai^ch." Scored ort the performance tests r.epresent the number 
of poijits aptttracted for errors as opposed to Ihe usual system ^ 
of subtracting points from a*maximum score. ' ■ 

•Teachers may wish to adopt the same grading plan as used 
in th^ research for developing these tests. It must be pointed 
bur t-hat b^£aus.G the tests had. to proyid'o statistically 
.significant 'diffeT-QnCes between the' results "for^ the varioiis* • 
levelsv the r^stil ting* ^.cores dp not- necessarily relate to 
the State Guide standardise* For example, the guidB.does not 
quantify the maximum number of. errors permissible for a letter.. 



t 



t * * I < 



• Raiher, 'it statieS ' that, tb^e leftei must be "mailabie*"* -For - ' / . * ^ 
measuring purposes, of cQurse, su£h standards had to'be 

' •-. , - ■ • < • • . - V " • " • 

^.quantified//. Thus, the scores were based upori 'the total errors * • 
within a tpst it'emV, TJie*5oint value of each type of error is / . 

• .presented in Table. Jt, and' t4ie statistical results using these 

point values are presented*in Ta-bfe YI\ » ' , ^. ' . v 

- * . ' " . - ? . 'V ' . • 

A Recommende'd Scoring; Plan " . . * 

A variation which .would mare clpsely correlate to the 

• curriculum guide'^ivould be to ad6pt the grading plan to t'h6 

. total te5f iire.m .rather than indd^J'idual error? within tes't' 

' ' , ' , • ♦* 

''^ items. Using- this scojr'ing plan, a test .item (such as a-lettey) 

Kzouifl be given.a total of '3T)oints if j.t is' mailable^ 2 points 

if there are errors that' can be corrected, ' and 1- point should 

' there- T>e an error in^the item that i5 uncorrectable - J . . 

' ^ ^ ' ■ . - ' - — - ' ^ ^ 

• • ^ <- • ^ 

FoY-.example, \i a test itpm:such-as .a- letter^, t^ble, ox--] ^ - 

\ manuscript coiYfains an ^Tror which i^ uncorre.ctablef ,that .'^ ^' ' ' • 

test item Vcmid receive a score of 1. >One or mote correctable/ 
^ errors iu a. test item- would result-*in a 'Sccre of 2 points -for ^ - 
that .item. - And of qounse, an item containing only minor / ^ • 

errors (as shown. in Table I) would 'be giyeri a value of 3 points. 
Thu$, at semester's end, a^^student who has an average score 

% of 2,0 or greater/ woul4 meet the Curriculiim. Guide standards. ^ 
for error.; ..5 
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-'/ Comparison of ^ Each Test " Level With Its Alternate 
According to Ferguson. (7) , ill comparing: . eqlOfpLvalent 
tests, some criteria of parallelism is 're!qtiiyed. .Test- 



content, test items, instructions for giving UeSts Should 
he similar. "The ^parallel forms should have approximately. 

e,qual moans and standard deviations." T|ie t test provided - \ 

/•I * * I 

both comparability of parallelism by* considering both *the 

means arid standard deviations and also answering the ques- 

tiori as to whether the t^sts differed between performance 

levels. • This second consideration, difference '"by performance 

levels, is discussed in the n'ext section. 

•Table II presents tKe means and Table III shows the 
\ ^ 

comparisons of the mean scores pf the alternate test forms 

for each of the four, pe.rformance-leveis-r- — The mean scores 

©f the two siipilar test forms for Level 1 te^ts were compared 

Uy Timed Writing spe.ed^ scores, by the number of Errors 

made on the^inied writing, by " Letter scores, by' Tabulation 
« » 

* « * 

vScore5 ,^and by^Manuscript ' scores*^ Ihis saone procedure was. , _ 
, ' '^^^ ^ ^ ' ' ^ 

•followed f8r Level 2; Level 3, and Level 4 tests. A 
comparison of tKe mean scores ^throughout the four test-, - 
levels resulted in no' significant differences between 
similar te-st items at the 10* Jjefcent level. The criterion 
-established fqr. sdmilarity^ of test i*temS on alterhate 
forms was, therefore, met with all test items. , ^ 



Level Form 



II 



MI 



IV 



a 
b 

a 
b 

a 
b 

a 



^ Timed 
Writing 

30.47 
30.73. 

33.97 
34.67 

•43.90 - 
.45.40 

53. X4 
43.33 



• TABIE II 
'MEAN $CORES BY LEVEL AND FORM 



Errors Letters* Tabulation* Manuscript 



8.62 
8.50 

8.90 
9.67 



10.67 
11.66 

i 

52.64 
29.70 



'9.32 . 41.13 
9.34 ■ 45.37 



10.38 
10.69 



47.-36 
49.95 



4.33 
4*. 79 

• 11.53 
-.11.51 

9.82 
11.81 

c 16.25 
18.79 



28.53 
30.28 

31.52 
36.95 

52.94 
55.42 



* These scores represent the average npriber of e"lTors per item as 
weighted by points as ciescfibed in Table !• This table should not 
be used to con?)are the results from level to level as these values 
d6 not represent how a given student "would perf9nn at a different 
level. ' . ' - 



Source: Ivey Chance, "The Development of Typewriting Tests for 
Measuring Student Achievement at Various. Per forinance 
Levels," Unpublished doctoral dissfertation> The University 
of Tennessee,. IQioxville, 
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' ' TABLE III 

COMPARISON OF MEANS OF ALT^^NATE FORMS^ 



Level 
and 






Test Items^ 






Form 


TW 


E , 


L 


T 


M 


la- lb* 


.04-' 


.06 


,33 




* 


2a- 2b * • 


-•17 


.59 


.67 


.01 


.40 


3a- 3b 


.36 


.02 


.83 


1.33 : 


1,34 


4a- 4b 


.03 


.22 


. 39 . _ 


.94 


9 

' .36 



&t values- -t value must be l;64 for significance 
of .10 level. < ■ ' 

'^V, Timed Writing; E,:iErrors; L, Letters; 
T, Tabulation; M, Manuscript. . ' * 

Sbufce: Ivey Chance; • "The Development of 
^Typewriting Tests for Measuring Student Achievement 
at Various Pexformance Levels.'* Unpublished doctoral 
dissertation, The University of Tennessee, Khoxville. 
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Comparison of 'E^ch' Test Form Wit^i the :Next Hijg-her» Level 

« * * . • 

Table IV^ shows the comparison of jnean scores of the ^ 

Arat^ous test item?, by level s* The purpose of such -a com-, 

^ \ • ^ ' • - , ' ' 

pari^son was^to determine if the items in the two perfcJrmance 
* 

tes^s were discriminating between test levels.^ Students 
talcing Level 1 tests ^were also administered Level Z^tests; 
and students taking Level 1 alternate tests were also 
admini*stered Lev^l 2 alternate tests. ^ T\iis procedure, was 
followed with the other levels oE tes-ts. 

An analysis of the data in Ta4)le<.^IV shows that np 
signi-ficant differences were found in the comparison of mean 



scores of the Timed Writing speed scores ^or for the Error 
scores a^ any of the four test levels/ The -comparison oi 
the l||^ah scores, however, by level for - Letter scores, * . 
Tabulation Scores, and Manuscript scores yielded significant 
differences throughout the four test levels* ^he criterion, 
was not met, therefore, for Timed ^ Writing and Errors ; ^ 
however', the cri^te^ion was met for Letters , TafeiJl^atloiVr ^ and' 
:j8| |anuscript - ^ ' \ 

The only measured^ variable from level to, level, an the' 
straight-copy tfests was syllabic -intensity. As can be seen 
in Table V, syllabic intensity was progressively higher a§ 
the test level increaseil. • IntuitiveTy, it would seem that 
the measures^f straight-copy typing 7 -speeds and error rate-,- 
must be more of a ^function of the student's level of technique 
• development and perhaps vocabulary th^n of syllal>le in^tensity.* 



- •• ; TABLE IV. 
. . ' CCMPARISON OF MEANS BY LEVELS^ 



•Form • » 
and 






1 

Test Itans° 


» — 

— » — : 


• 




Tff 


E 


L • 


T 


M 


Form 
. la- 2a 
- •■ib-2b • 


.11 

.02 


l.Ol 
.80- 


• 

•4.03c 


5.80^ • 
5.67^ 




2a- 
. 2b-3b . 


-.58 
. -.40 


1.34 
.70 


4.32^ 
4,82^ ' 


4^87^ 
6.14^ 


3.87C 
4.38^ 


d3a-4a 
35-45 . 


.39- 
. -.21 


.77 
.1.22 


3.50^ 
2.65^ 


6.OIC 
5.81^ 


5.20^. 
4.31C 


^5a-4a ; 


•/ .40 . 


.90 


4.36.C 


4.15c • 
5.26^ • 


4.86^ 


3b- 4b '.• 


' " .23 ■ 


'1.53 


3.0g^ • 


4.67^ 



t .values ' . - 

Timed Writing; E, Errors; L, Letters; T, Tabulation; 
Manuscript. 



^Significant at the 5 percent level. 
^Semester 4 and VOE tested separately. 



Source: Ivey (Zfi^ce. 'Tlie Developnent o£ Typewritirtg 
*Tests for Mea^liring Student Achievement at 
. Various Performance levels." Unpublished 
doctoral dissertation. The University of 
^ Tennessee, Knoxville. 
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As "can be seen f^rom the test items, 'there were many variables 
froih level to level for the letter,, tabulation and manuscript 
tasks. Complexity was added to the directions which jvere to 
be followed as weit-as the ia.ctual tasks be accpmpTis^hed. 



TABLE V , ; ■ . ■ 

• ! 

SYI.LABIC INTENSITY BY LEVEL 

^EVEL ' S I RANtlE , ' 

^" 1 . . '1.00-1. IS 

'2 ^ 1..15-1.25 * . 

3" •* 1. 25-1. 35 , • ,.• 

. 4 '■ 1. 35-1.45 

Percentage and Cumulative Percentage Scores -, 
Table VI shows. the -percentage^and cumulative percentage 
scores for the six categories of the performance test*. Inhere 
possible", the variable' biding measured (words per minute, 
errors, ett:.). is divided into increTireTits which will correspond 
to the thresholds as. presented in the state curriculum ^iJide. 
^ For example, the cumulative' percentage figure for the 21-25 
increment of Timed Writings using' form la was 26.270. Twenty- 
five words per minute is the minimum threshold -fof Level l" 
students and 26. 2 percent failed to meet- this standard. 
Obviously; Th.A percent did meet the standard* Vsing form 
2a, 80.4 percen't of the students failed, to meet the forty-. 
wora-per-lu1,nute standard .whereas , as could be expected, -only 
10,8 percent were .unsuccessful oa" form* 4a. . * . - 



The results ;,o£ .the Err-drs test were •di^mat' and may hold 

• * • 4 •• ■ 

implications for the majmer in which typewriting is tau;ght._- 
Using form* la, only, 18*. 3 'percent of the Level* 1 students 
could meet- the sjt^te curriculum g^lde crxteTia of thT^e 
errors^ or less. 'As the level is increased, moTeoyer^ the' 
percentage passing* the^ standard 'decreased. Only 7 percent 

,,of thos? takij^ti fqrm 4a passed the state curriculum guide 
standard of two errors or lesS. ^ ' . 

The Lette'rs; ^ Tabulation , and Manuscript categories were 
graded in accordartce with , the scoring scheme described 
earlier. The remits, of the Number Typiiig tests were not 
compiled as a part of the original research underlying this 
report. The Number Typing portion' of tH^ test was performed 

' by the Level 4 students,' however, and the. resulting data 
is included \n Table VI for your reformation, , • ' 
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